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I. PURPOSE:

To describe the maintenance responsibilities of Flint Hill Fire Department (FHFD) shift personnel while they are on duty at department stations.

II. DISCUSSION:

Although fighting fires, performing rescues and other emergency response tasks are the primary duties of a firefighter, a significant portion of a firefighter’s time is spent conducting preplans, participating in training, and performing routine duties around the fire station. This policy covers the duties FHFD shift firefighters perform on a daily, weekly, and monthly basis. Quality completion of many duties is crucial to the operational readiness of the department and the safety of FHFD emergency responders as well as the community they serve. In addition, clean apparatus, equipment, and stations convey a positive public image of the department to its members and the public at large. 

III. POLICY:

1) Duties in the Daily Task Reference (expect those listed under “Assigned by OIC”) are the highest priority routine tasks and shall be completed immediately after the start of each shift (i.e., before any other daily activities take place).
2) Duties in the Weekly Task Reference are the second highest priority routine tasks and should be completed after the daily tasks but prior to other tasks each work day.
3) Duties in the Monthly Task Reference are the third highest priority routine tasks and are completed between the 1st and the 15th of each month at the discretion of the shift officers.   
4) Scheduled events, emergency calls, weather, etc. may require alteration of a given days schedule, but the task sequence specified in this policy should be followed almost every day. 
5) Except in extraordinary circumstances, all routine duties must be completed each day. Extraordinary circumstances which prevent completion of all duties should be noted in the daily log along with the duties that were missed.
6) Checklists shall be completed for apparatus equipment inventory, medical bag inventory, survey meter inventory, and apparatus operational readiness as specified in the task references. Completed checklists must be filed in the appropriate folders.
7) If problems or missing items are found during routine duties, they shall be immediately entered in the appropriate log (station, apparatus/equipment, PPE, etc.) by the person identifying the issue. If the issue creates a safety concern or significantly affects daily operations, a chief officer or the administrative assistant must be notified immediately as well.  
8) The shift officer at each station is ultimately responsible for verifying all routine duties are completed in a timely and quality manner. The engineer is responsible for overseeing apparatus and equipment checkouts and maintenance. The most senior full-time firefighter is responsible for overseeing station cleaning and maintenance. 
a) For any of these roles, if the firefighter responsible for it is not on duty, the firefighter filling the role that day assumes the responsibility.
b) There are no checklists for routine duties. Task references are provided for shift personnel to use a guide when completing duties. Whether or not a reference is used, personnel are responsible for completing all routine duties.
9) Once all routine duties are completed in a quality manner, the shift officer has the responsibility to determine if additional tasks (training, preplans, fitness, special projects, etc.) need to be completed. 

10) Shift personnel are not expected to keep busy working on tasks all day. Downtime for rest and preparation for physical activities is important for firefighter well-being. However, downtime must be integrated into daily activities and managed appropriately. The routine tasks covered by this policy are not physically demanding and except in extraordinary circumstances, should be completed before shift personnel make use of downtime. Shift officers are expected to use common sense in implementing this policy.
11) Shift personnel are prohibited from working on other jobs or business ventures from 0800 to 1700 Monday through Friday except during downtime. This includes phone calls, computer use, or any other task related to a business or job outside of FHFD. Brief incoming business-related phone calls are permitted if they are infrequent and short in duration. 
12) From 0800 to 1700 Monday through Friday shift personnel are permitted a few personal phone calls and a small number of texts if they are not excessive and don’t interfere with department operations. Shift officers have the discretion to limit or prohibit personal texts and calls for individuals who abuse this privilege.
